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1.0 Purpose of SOP

1.1 Intended Audience
Acquisitions Contracting Officers, CORs, and AP Personnel; all bureaus
1.2 Collaboration Team

Identify who collaborated on the development of the SOP and organization
Name Organization

1.3 Review Team
Identify who reviewed the SOP, Role, and Approved Date

Name Role Approved Date
Rich Resnick FBMS DOI O&M
Ginger Peltz FBMS BP
Dave Wunder FBMS BP
Elizabeth Romero FBMS O&M
Renee Montano FBMS O&M

14 Definition of Terms

Include definition of terms if appropriate

Terminology Description
3-way match Match of purchase order, goods receipt, and
invoice before payment can be made.
GR/SES Goods Receipt/Service Entry Sheet
Workflow The routing of electronic messages and work

items through FBMS so various individuals
can act on them.

FBMS Business Workplace Location in FBMS application where workflow
is accomplished
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1.5 Assumptions, Dependencies, and Constraints

This SOP is intended to address workflow related to payment of invoices only (from the point of purchase
order creation forward). It does not cover the process for workflow related to purchase request approvals,
although that is described briefly in Sec. 2.2 as the beginning of the process.

1.6 Change / Version Control

Change and version control will be updated by both O&M and Deployment teams. CR's (both PSL and
DSL) that impact the SOP should be captured as well.

No | Date Object Description of change Name

2.0 Standard Operating Procedure

2.1 Process Description

In FBMS, there is a 3-way match required between the purchase order, the goods receipt, and the
invoice before payment can be made. Because of this requirement, the workflow concept is used to
ensure all three pieces are complete and approvals are in place prior to payment. Workflow routes
electronic messages and work items through the system so various individuals can act on them. The final
result is payment of the invoice once all workflow items are complete and approved.

The FBMS workflow, which is done through the FBMS (SAP) Business Workplace, is the method by
which the work to complete the three-way matching process is accomplished. Internal messages can also
be created in the Business Workplace.

Everything that comes into the business workplace inbox is either an e-mail notification (a general e-mail
message sent by someone to you from within workflow) or an action item (a system message telling you
that you need to act on an item in the inbox). The Workflow folder is where those specific work items
that require your action will be found. If someone has just sent you an e-mail note with information, that
will come into the Documents section of the business workplace inbox.

2.2 When the Process is Used

The acquisitions workflow process begins with the approval of the purchase request (PR). Before
completing a PR, the requisitioner must select the approving officials for that PR. When the PR is saved,
workflow is automatically routed to the first approver to notify him that action is required. That approver
either approves or rejects the PR, and the workflow notifies the next approver (if there is one) as well as
the certifying funds approver (final approver). Once the PR is fully approved, the purchase order is
created. When the items or services ordered are received, the COR/RO noted on the purchase order must
complete a Goods Receipt (GR) or Service Entry Sheet (SES). If an invoice is received prior to the
COR/RO completing a goods receipt or service entry sheet, Accounts Payable will create the invoice in
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the system and park it; this action sends workflow notification to the CO/RO to complete the GR or SES
on that item. The invoice will not be paid until that GR or SES is completed.

Once the GR or SES is complete, Accounts Payable can then post the invoice. Once posted, workflow
will again be sent to the COR/RO—this time, to verify that the invoice should be accepted and paid.
Once the COR/RO completes this step in the approval chain, it triggers workflow to the responsible
Contracting Officer for final approval of the invoice. The final approval then removes the block on the
invoice so that it can be paid (unless it is late, in which case it will trigger workflow back to the AP tech
to add a late reason code prior to payment).

Workflow also sends reminder e-mails for workflow items that are not completed within a specified
period of time.

2.3 Related Processes and other References

= Accounts Payable Participant Guide, D4; pp. 100-157 (for process flows on AP Invoice
Processes). Contact your bureau’s FBMS training lead for copies of functional area participant
guides

Work Instruction WF-01 (Invoice with Service Entry Sheets for Blocked Payment

Work Instruction WF-03 (Parked Invoice Missing Service Entry Sheet or Goods Receipt)

Work Instruction SWBP Manage Substitution Rule for Workflow

Computer-Based Training FBMS Acquisitions Approver (in DOI Learn Catalog)

Computer-Based Training FBMS Acquisitions Receiving Process, Navigate Workflow Module (in
DOI Learn Catalog)

2.4 Who is involved in the Process

AP Technician (AP_T)

AP Team Lead (AP_TL)

Acquisitions Contracting Officer (ACQ_CO)

Contracting Officer Representative/Receiving Official (ACQ_COR)

2.5 Transactions used in the Process

Include all transactions and portal path for each

= Home>My Tasks> Inbox>Workflow

Page 5 of 27 Date 5/12/2010




DOl Financial Business Management Systems (FBMS)

INTERIOR

-~ M

FBMS DOI FBMS Standard Operating Procedure (SOP)

Department of the Interior

SOP:AA-XX [ Title

3.0 Process Flow

AP Logistics Invoice Process Flow

INTERIOR

AP Logistics Invoice Processing

Invoice is late and
requires a late
Payment Reason
Code

All Bureaus enter invoice

Invoice into FBMS | can't b

via “Enter Logistics| cor
Invoice”

Lead

AP_Tech
AP_Team

Document
Manager Assigns

COTR creates GR
or SES

COTR

I

Rejection Note
entered in Workl

Officer

Contracting

Payment block
automatically

Workflow

Invoice will be stat
sampled and then
paid

Payment

3.1 Process Overview
All workflow basically works the same way; the differences are in what workflow items are associated

with which roles, and which actions are associated with those items. For example, an Acquisitions
Approver, who approves purchase requests, will receive workflow items related to the approval of the
PRs, and will have to determine whether to approve the PR or reject it. A COR/RO will receive a
workflow action item if a goods receipt or service entry sheet needs to be completed (because the invoice
has been received by Accounts Payable, and cannot be paid until a GR/SES is complete). COR/ROs also
receive workflow items requesting invoice approval and can approve or reject them, depending on
whether the items or services have been received. Contracting Officers receive workflow to complete
final approvals on invoices, and Accounts Payable Technicians receive workflow if a late invoice is
approved by a Contracting Officer that requires a late reason code to be entered in the system prior to
releasing for payment. Workflow notifications are received through the individual’s regular bureau e-
mail system, and the information in the notification informs the user to access their FBMS Business
Workplace Inbox to complete the work item. To do this, the user should log into FBMS and follow the

menu path:

Home>My Tasks> Inbox>Workflow
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1. Once you are in the Business Workplace, double-click on the Inbox in the left-hand menu.

> MY TASKS - SAP NetWeaver Portal - ¥indows Internet Explorer

R
K9 0 = B Mosilivenwbrrs g ostfiriiportd Vil |4

Fls Bt Vew Favordes Tocls Help Qs B f

G S| gBr Tasks - 5aP Metweaver Portal

4!:(:4 e Welcome Richard Resnick

[BMS Hep | Personalze  Leg Off

CORE FINANCIALS DATA MANAGEMENT TANCE TRAV Accesa Control View EMIS PROPERTY Infrastructure Test
HEWS $ WFORMATION | MY TASKS | HELP DESK | FEMS Seftings
Home > Acquistion Home > Home > MY TASKS

foe Business Workpggee of Rich Resnick
E— | b |Back|| Cal#| | System | ||| New || Find folder | | Find document ]| 4 calendar || D ligts |

« My Tasks Hep

Workpls ich Resnick

= > Inbox -
T 20 Business Workplace
[§] Thace are n fems to display » c@Resunmission
> ¢BPrivate folders
» @Shared folders
» <BFolders subscribed to
& Trash
1 Shared trash %

@ rere ace no dema 1o dsplay

2. The two items to focus on in your inbox are Documents, which are any e-mail messages sent to you
through the workflow system, and Workflow, which are the actual items you need to act upon. Next to
each category you will see a number, indicating how many items are in your documents or workflow
folders. To view your documents (messages) click on the documents folder, and then double-click on the
items that appear in the right-hand Inbox pane to open and review them.

Iél.ﬂ.lujqulaw Edit Gota Eolder Erdronment Seflings  System  Halp

& =300 naH eaeLHR OnOoO BRE @

Business Workplace of Richard Resnick

7 wew message |[{H] Find fotder || Fing document | AT Apposatrment calendar | @ Distibution ists |

© ekl Ak ek (3 3 2 () e 2 1 ) [ 0 (e ) A A
#] Unresd Dacurerts 0 Inkox
& D [] | -
-5 w';“m":w Cla_|Tiss [Date racsi.. Tauthar [atta. [stat |

B Inwice 5200067310 against POTES . DZ237003
I 03 Grouped aceording 1o fask

I 3 Grouped according to contant

I [J Grouped according to content e
I+ [ Grouped accordmg to sart key

B overdue entries 0

B Deadline Wazzages 0

[ weorrect entries 0
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3. The actual work you perform in the Business Workplace is in your workflow inbox. When you receive
e-mail (through your regular bureau e-mail system) that a workflow item is awaiting your action, the
workflow inbox is where you go to retrieve and act on the item. In the below example, this user has one
workflow item in his inbox. The title of the workflow item will tell you what action is needed; for
example, “Invoice XXXXX against PO XXXXX is awaiting GR/SES”. This means that an invoice has
been received against a purchase order and is awaiting completion of a goods receipt or service entry
sheet before the invoice can be paid. This user then must go into FBMS, complete the GR or SES, and
then return to workflow to complete this work item (the work item should not be marked complete until
the GR or SES has been completed). To open any workflow item to complete the action on it, double-
click on the item title.

E’Uur:kplans Edit Goto Eolder Erwironment  Seflings  Swstem  Help GEEE

(V] D aH SaaLHR onoo BE @R

Business Workplace of Richard Resnick

[T New message || Fira faldes || (H) Fing documen | B8 agpoitment calendar | @ Distibution lists |

= f\gwla:e:Ri:harﬂResni:k 1= F & E R R R R R RS E EE E R )
| ¥ &alnbox
W] Unread Documents 0 Workflow 1
DncumenBB ID[Ex[Tille | Status [Creation D... [Creation .| Prioritdatt. [co.Jw. |
= Womjsm‘ 1713083 @b Imvoice 5700067910 aganst PO TESTWRVALZ (¢ awailng GRI, ) 0212307008 10.5454 L]
[ O3 Grethed according o task

b ] Grouped according o conten
I+ (] Grouped accarding to contert tpe
[+ [ Grouped according to sart key

3.2 Important Icons in the Workflow Inbox Screens

'.Q. Update Icon — This is a refresh. If you are waiting for something to appear in your inbox, you must
hit the update icon. For example, if you are an approver for a purchase request, and you see the item in
your inbox and display it so you can view it before approval, then cancel out of the display so that you
can approve it, you will need to refresh your inbox by clicking on the update icon before it will reappear.

9“.' Execute Icon — This does the same thing as double-clicking on a work item. It will display the item
and information about it.

ﬁ Display Icon — Provides additional information about a particular work item.

;@_ Reserve Icon — If you click on this icon, it will “reserve” your item. This tells the system that work
on this item is in process by you. Any workflow administrator checking on the item will see that you
have reserved it, and will assume this work item will be handled by you. A work item is also reserved by
you if you open the item and then click “Cancel and keep in my inbox.”

2| Replace Icon — This icon is used when a work item is sent to more than one person. For example, if
an invoice goes out to 2 or 3 people for approval at one time, and someone reserves it, others cannot get
to it. The one person who has reserved it must click on the “replace” icon to make it available to others;
this icon basically puts the item in a ready state for others to work on.

@ Forward Icon — this allows you to forward the work item to someone else. Forwarding a work item
is not permanent. l.e., if you forward an item to someone and it is either rejected or not approved by that
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person, the next time it is sent out, it will be sent to the original person who received it (not the person it
was forwarded to). Also note that forward does not generate e-mail notifications in lotus notes, so if you
forward an item to someone that needs immediate attention, you will need to let that person know to look
for it in the documents section of their business workplace inbox.

L-g_] Display Workflow Log Icon — Clicking on this icon will show the history of that workflow item.
You can then click on the “tree” to see the details.

_@_:] Other Functions Icon — Clicking this icon provides you with a drop down menu that will allow you
to choose send mail, (and attachments, if there are any), to the document folder of someone’s inbox.

\_m Attachment Icon — This allows creation of an attachment or viewing an attachment.

a Print — Use to print the item.

3.3 The Manage Substitute Rule — Setting up a Proxy for your Workflow

Using the manage substitute rule allows you to forward work items or tasks to a substitute, or “proxy,”
when you are going to be out of the office. These items will continue to go to your inbox, but will also be
sent to your substitute. You use this rule to set up a proxy to complete your tasks while you are out.

To set up a substitute (proxy),

1. Follow the menu path: Workflow Settings>Maintain Substitute>Create Substitute
=

Wotkplace Edit Goba  Folder Ernsironment Setlings  Seslem  Help
@ 210 H @@  ome setngs oM@
: : Workllow sattings »  Personal 2eflings
Business Workplace of Richard :

Swibch Off presiew Display organizational assignmen
|7 Mew message |||H] Find falder ”E] Fig dotl  gave when you et Refresn organizational ervireniment
kS ! Winrkplace: Richard Resnick L ELLE LE

= E inbay End substitation
#| Unresd Documents 0 Malntaln subsitute
#] Docurnants 0 AchvataDieaclivate Subshiubs

= [ Workiow 1
Belopt view [
b 0 Grouped accarding 1o conbert
I ] Grouped accarding lo contard fpe Ealt view
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2. When the Personal Substitutes screen appears, you will see your name in the Name field. Highlight
your name.

IEI.“.II:MIME Edit ota Ealder Erwironment Seflings Sestem  Helo

& | S 2 R R N e e e e R

Business Workplace of Richard Resnick

TR raew riessage || () Find oider || Fing document | (T8 sppostrment calendar | @ Distibution lists |

o Yorore et s wle] | [TIElS B[
e |nbeox
¥| Unresd Documens 0 Workflow 1
] Docurnents 0 IE Porsonal Substiules Ep
= Bl Woraow 1 Mama |3u'hsljll.rlil:-n Pr_ |Elubslﬂuha Stat.. |F.ss|unel:l as.. |.ﬂ.ssignad | e

[ 7 Grouped aceording o conber
I Grouped accardmg o contant ty
I [ Grouped accardmg o sor key
[ 7 Grouped accordmg o ask
[ cverdue entries 0
E Ceadline Messages 0
[ incarrect enlies 0
[ Oulbox
I B Resubmission
[+ ¢ Private folders
[+ @ snared folders
[+ ¢35 Foddars subscribed b
o Trash
T shared rash

L5 Richard Resnick

[ENOA| [ ERjR|
|| o8] [e1 322 128 | Suwstiutes for pasitions

3. Click the Create Substitute icon @ then search for the substitute of your choice by typing in the last

name and clicking . Be sure you pick a substitute who has the same role as you so that person can
perform the same workflow duties as you can.

4. After selecting your substitute from the results screen, the detail screen for substitution will pop up.
Enter the dates of the substitution period in the validity fields, click the checkbox next to the substitution

active field ( [sustitionactve ) and click save .

5. The substitute ﬁj chose will now be visible on the personal substitutes screen, and will be shown as
v

activated. Click to complete.
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= Fersonal Substsubes ]
|Mama | Substitution Pr__ |Substiute Stat.. |Assigned as... [Assignad ..
[ & Richard Resnick
& ﬁr[!g Raason Genaral substt . @ Aclivaled DXZEA008  0HIBE0049
| Gl 1[END|
|| o5 o1 |22 (|| Sunstites for pasitions |

Additional Information on Substitutions:

e The substitution rule will deactivate on the date you selected; you do not have to deactivate it
manually.

o If your return from your expected absence early, you can delete the substitute by following the
menu path:

Workflow Settings>Maintain Substitute>Delete Substitute

e Once a substitute is set up, you can simply activate or deactivate that substitute. This is the
preferred method if you always use the same substitute when you are out of the office. To activate
or deactivate a substitute you have already set up follow the menu path:

Workflow Settings>Maintain Substitute>Deactivate (or Activate)
Also, be sure to change the validity dates for your substitution period.

e Once you set up the substitute, both you and the substitute will get notifications on items. If the
substitute handles it in your absence, the item will be removed from your workflow inbox, so if
you return to find items in your inbox, it means the substitute did not handle those items.

¢ If you have something in your inbox when you set up a substitute, that item will not be passed on
to your substitute; the rule only affects future items. If the item in your inbox is in process, you
can forward it to your substitute using the forward icon.

o If you are a PRISM user, you will need to set up a separate PRISM proxy when you are out of the
office. Managing your substitute here in your FBMS Business Workplace inbox will only affect
R/3 (SAP) workflow items, not PRISM items.
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3.4 The Business Workplace Outbox
The business workplace outbox keeps everything you have started, executed and forwarded. The outbox
is not a place for action, it is only a record, similar to “sent” items in regular e-mail. To see a log on any
item, go click on Outbox and then highlight the item in the right-hand Outbox pane.
IEWI:WI;L! Edit zota Falder Ergronment Seflings Syslem  Halp
[  sod Qe DR aoos DEIE®
Business Workplace of Richard Resnick
7 piew message ||[] Find foider || Fing document | T8 Agpointrnent calendar | (@ Distibition lists |

= o \orglace: Richard Resnick m ’_'Em MEERCIEE

= £ Inbax
| Unresd Documents 0 Qutbox
- % S‘;m:‘? U Cla..[Tise [Eend cate Author [atta. [tat..]
(Bl Invoice 5200067370 againsl PO RRO,, 020022003 =]
b 3 Grouped accorting lo conter [B] Invoice 5200067390 against PO MOE.. 02N 202009 @
b O Grouned acsordng to conlben tite Bl Inuojce 5200067391 agalnst PO MDB_ 02N 22009 W
g S g::zg:: :zzz::::gﬁf:;m involve 5200067302 against PO MO 021 22009 W
B cverdue entries 0 [ invoice 5200067903 against PO TES . 0F1 92009 =]
[ Deadiine Messages 0 [ Invoice 5200067903 against PO TES.. 02122009 2
i wncormect eniries 0 [B] Inwoice 5200067904 against PO TES . 02192009 =
= £ Giibi [B] Invoice 5200067904 against PO TES.. 02122009 =3
] Dacunris [B] Invoice 5200067910 against PO TES.. 021232009 =]
B Stanad workdaws Purchaze Req. Approval(svFs) 002009 [=]
[ ok Bems axecuted by me [ FPurchase Raq. Aporoal (FFS) 02062009 [~]
B Forwarded wark lems B Purchase Feq, Aporowal #F5) 02022009 L=

[ B Resubmission

[ 8 Privabe foldars

[ ¢@ Snanad folders

[» 3% Fouders subscribed to
T Trash
T shared frash
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You will see the log on the item at the bottom of the screen (below). This enables you to track an item to
see the current status of the workflow. Click the Information link in the last column. A popup box will
appear showing you who currently has the item.

Note You cannot delete items in your business workplace outbox.

mw
Wc"«plzl‘? Edit Goto Folder Erdronment Seflings System Help

g 2200 a3 eee 0RRBEnonEE @R

Business Workplace of Richard Resnick

[T new message |[(H) Fing folder |[(H) Fing document | (@8 Appoitment calendar | @ Distitution lists |

% Y& Recinlents:Fizase Review and Aoprove Purchass Requ ]
P —— tflows (Since 01 12412009)
= ille Status_[Creation D... [Creation .| .JAt. ]
MNS Acquisition Supervisor b woice 5200067810 against PO TESTWFVALZ is awailing GRY =] 0223712009 105450 5
N woice 5200067904 against PO TESTWFVALZ Is awaiting appr. L2 021972009 16:01:23 5
“ wolce 5200067904 against PO TESTWFVALS Is awaiting appr. 9 021872009 160117 5
roice 5200067903 agains! PO TESTWFVALS is awalling appr.. &) 02102000 156758 &
wice 5200067002 against PO TESTWFVALY is awafing appr.. & 021012000 155248 &
wice 5200067892 against PO MOGPDODTON is awailing appr @9 021122009 17:3408 5
woice 5200067891 against PO MOBPDOD101 is awailing appr ‘0 021212009 17:3240 5
[toice 5200067890 against PO MOBPDOD101 is awaiting appr. ‘l 021212009 17:2336 5
urchase Req. Approvaling 5) @ 02082008 115636 5
urchase Req. Approval(yiFS) @ 02062000 112020 5
woice 5200067670 against PO RRO0O00D is awatng appr..  §) 02022000 16:2229 &
Popup bOX ShOWS urchase Req. Approval(WFs) & 02022009 104335 5
who currently has Item log
the workflow item.
S &5 Information
[ overan view WJ[IM@] %] link
oer T o T ¥ %
Send Intemet Email 1o Approver Completed 0210972009 - 11:54:43 ¥y r
You are approver for PR as Sugenisor Completed 02/09/2009 - 11:5456 Wo
= Completed 02/09:2009 - 11:54:56 Yy
Get Requestors Name Completed 021032009 - 11:54:56 Wo
Sand Intemet Email to Approver Completed 02/09/2009 - 11:54:56 W
Get End Date for Deadline Completed 021092009 - 115457 Worlllh S
MUWMMMM’ Ready 02/091200 - 11:54:57 Information
Reminder. Task List for 4 Days Completed 02/14/2009 - 00:04:59 Workflow System
Reminder Task List for & Days Completed 02/17/2008 - 00:23.08 Woridiow System

3.5 The Document Inbox

Items that appear in your document inbox are not action items, they are simply notes (e-mails) sent from
other individuals to you in the workflow system. This inbox can serve as a place for back and forth
“conversations” between the accounts payable staff, the contracting officers, and others who receive
workflow items, such as approvers. You can delete items from your document inbox if you wish to by
highlighting the item and clicking on the delete (trashcan) icon. Otherwise, these items will remain in
your document inbox.
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3.6  Workflow for Acquisitions Roles: Driven off Fields on the Purchase Order
CO Responsible field — The individual’s name populating this field is where the final invoice approval
workflow notifications will be sent.

COR/Receiving field—- This individual will receive the workflow notifications that a Goods Receipt or
Service Entry sheet must be done (this notification is only sent if the AP tech has received and entered an
invoice, but has parked it because the GR or SES has not yet been completed). This individual will also
receive another workflow notification once the AP Tech posts the invoice, requesting invoice acceptance.
If the GR/SES was completed prior to the invoice being posted, then the COR will only receive the
workflow for invoice acceptance. Once the invoice is accepted by the COR, a workflow message will be
sent to the CO responsible for final approval.

E’Eu'chase Order  Edit Golo  Envinment  Seslem Halp

& D QE ead | OE S a0 lER e
[@a] Contract Awards TESTWFVAL2 Created by Richard Resnick
| Document crendew on || [O][$2[2] [ Prnt Preview || wessages | @ Fersonal Sesna |

| Contrack fwvands I) TESTHFYALZ  Vendar | TOTO2456 PAOLETTIAND URRI. | Do dats  |11/01/20088
S| oeiberyinvaica | condiliong | Tes | Addtess |, Communication , Pariners |, Addilional Data |, orgData |~ staius EETETEEEER
SanConsse Nt CO Responsible Field Requestag e
Agreserrent Mo Legaty Humbier
C0o Responsibfe RRESHILK [A1chara Resmick
CORIRECENing| RRESNLLK [Richare Resaick Al
CORFRpRRING ALT =
lEl= Tim | rial |5hort Text PO Quanbiy |o_[c]oeiv. Date [retFrice curr_[Fer [0 [#ati Grovs [Pt Stor. Locabon [H0]
ha K TEST BOEA D B1420/2000 1Ak 1 EM 2572 L000
COR Receiving Field
=
=
L] ia)o|
ENEE R S R G E ) Addl Pranning
= [ 1101 TEST 3 [=]+]

Material Data | QuardiiestWelghts  Dalivery Schedule | Deltvery | Invokce | Condifions | Accound Assignment Tedds  Delivery... oy [ [F]0

<1 [IF=3 K= 10 N P [ ol G Y < 1]
5 [T |material Do.. | em|Postag Date s Guarii] Dalivary cast quantity] OUn = Arnourt in LE[Lewr = atyin OPUR|  Delcastaty (opun| or.|=

Fumhase Order History
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3.7 Determining the Status of Workflow for an Invoice
If an invoice has been created and parked because there was no goods receipt created, a user can go to the
Workflow Overview to see the status of that parked invoice.

1. From the purchase order screen, click on the Purchase Order History tab. Then click the
document number link for the parked invoice to go to the Display Parked Invoice Document
screen.

=

Burchasa Order  Edilt Golo  Environmend  System  Halp
@ D @ DHRE anon BEI@E
@] contract Awards TESTWFVALZ Created by Richard Resnick

Docement venview On | | D] 7[5 | [ Point Preview || wessages |[IN] (48] Personal Semng |

[Corfractfwards =) |TESTHFYALZ Vendor (70702456 PAOLETTIAND URRI. | Doc.dats  [1170172008
=| . Delvenirwaice | " Gandilions |, Tes | Address  Commundcaion | Faners | Addiional Data O Data | Stabus IFETERET
GEAIConact Number Modification Mumbsar | RE‘]UESHQ Oiffice
Agrigrment Mumier Legaty Humber
G0 Responsible 'RRESNLCK [Richard Resnick ]
CORRecewning RRESHICK lEicharﬂ Resnick | |_|
CORRecening ALT |;|
B ltn [a [ [matena |Short Text PO Quantity [o_ c|peiw. Date et Price [curm_[Per  Jo.. [iat Groun [Pit Stor. Locabor [B]
_‘10 K TEST FEA D O1J2042008 1 (I | Eii 1577 1m0
—— Purchase Order
| L] History Tab
Document Number L
=

Link to Parked Invoice

o]

L eIl [
5

iaterial Data |l - Guaniiiesieighiz / DaiiveryScheduls | Delbery | involea | Conditions | Accountissi

=
] e

" Purchasa Order History Testz | Delhvary.. [ ]

(=]l B e = ] (e s (T =

s_‘|wr]ua1ma| Dn...lH]Pnsnng Date|z Quantity] Delivery cost quantib] OUn = Amountin LC|Leur [= Qb in OPUN|  DelCostaty OPUn)|or.. |
VRe 1 02232008 2 0 EA 0.00 S0 2 0 EA
Tr. B, Parked imifice . z EL -« 000 USD - 2 EA
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2. From the Display Parked Invoice screen, select the Services for Object icon and select
Workflow>Workflow Overview.

Services for Obiject icon Hommas @ E | @ E
isplay Parked Invoice Document 5200067910 2009

&
Ea
@: Qreale - . @

Aftachment Bst
Tran  Private nole zl [5200087210) [2009]
ﬁ Zend v
_ Ml Eestionshins Wendar 0070702455
1 PADLETTI AND URREIMLA INC =
M iy Objects | LUNDSERSS OFFICE MACHINES
Lﬁ Healp for abjec] serdcas Star Workllow i ELKQ MY B8201-3157
Al e |

Armaunt |z.00 | usp [ Caleulate tax i |oooooorrsrzesoos |
Tax amount |B.a0 | |I0pE salestas, 0% )
Toi | |
Fayml berms 30 Dergs rue
Biasealine Cabs B2r0472009
Ll | Dol &1 Infarmation ]

3. The Workflows for current Context screen will show the workflow trail for this invoice, as seen
below.
[= Diala on Linked Warkiloes [=]

SR EE R R EREEEE
Workflows for Current Context

| Tie |craation D__ | Crestion .| Status [Task
Ilmalt:a 5200067510 against PO TESTWEVALZ 15 awailing GRL. 022302008 10:54:50 InProcess  WROS GR and Sanes

[«]2] | s |0
Current data for started woarkflow: Invoice 5200067910 against PO TESTWFVALZ is
awaiting GRISES posting
‘Steps in this procesdso far

Step name Status Result  Time stamp  Agent

Gt COTR. Email Address Compisted iy Workfiow System

Get CO Email Address Completed NI ofiow System

Get AP Fmail Address Complated PAZHE0 " Wordiow Systam B
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4. Scroll to the bottom item to see the current status of the workflow (below). In this example, you
can see that the invoice is awaiting a goods receipt or service entry sheet.

I1=-Dats on Linked Warkllows e
3 (= =Y K 170 A = = 2
Workflows for Current Context

Tille |creation D | Creation .| Status [Task
Irvaice 5200067910 against PO TESTWFVELZ 1s awalling GRIL.. 02232008 10:54:50 InProcess  WFO3 GR and Sarvice

(0] = oo
AP Usar In Cumﬁ.;t.ed lﬁ‘;‘;ﬂ! T WorkRaw m -
Gt CO info Complated Dﬁff&ug - Workflow System
Get COTR User Infa Complated ”ﬁ‘fﬁgﬂs " Workfiow System
Invice 5200067910 against PO TESTWEVAL o R

Informatien objects addressed so far /
= |ncoming brvoice 5200067910

Click the Information
link to determine —
[l current owner

5. By clicking the Information link to the right of the last item in the list, you can see with whom

the workflow currently resides and what the needed action is. In the below example, you can see
that it is sitting with the COR for approval.

IE‘- Raciplentslrealee S200057910 againzl PO TESTWFVAL

GOTR Iﬂ%‘m‘asﬁ‘
I— chard Resnick P

Note: Although you can use the above method within workflow to determine whether an individual
invoice has been paid, if you are interested in the status of the overall document to see if it is zeroed out
and completely paid, you have to go to BW/EMIS and run the UDO (undelivered orders) by Purchase
Order report (see SOP on this topic for detail on running this report).
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3.8 Process for Invoice Received without Goods Receipt or Service Entry
Sheet

If Accounts Payable has received and entered an invoice, but no goods receipt or service entry sheet has

been done, the invoice is parked. This action sends a workflow notification to the COR identified on the

purchase order (in the COR Receiving field) telling him that he must do the GR or SES. The COR should

NOT mark that work item completed through a workflow action until he has actually done the GR/SES,

because once the work item is marked complete, that immediately sends a workflow message back to AP

telling them to post the invoice for approval. If the GR/SES has not been completed, AP will try to post

the invoice but will still not be able to do it. The COR must leave the Business Workplace, complete the

Goods Receipt or SES, and then re-enter the Business Workplace to mark the work item as complete.

IHEaclsion Edit ota System  Heln

@ D aH G BHR IGO0 RE @

Decision Step in Warkflow

B wioiaw || B Create

Invoice 5200067910 against PO TES TWFVALZ is awaiting GRISES posting

Choose one of the following allematives
Complated

Cancel

Cancel and keep work item in inbax

L‘Iaﬁfﬂpﬂon

An nvoice has baen entered for Purchasa Ovder TESTWFRWALZ. Tha invesca 5200067910 cannot ba paid bacause
the Goods Recespt and'or Sendce Entry Sheel has not been entered. Enter the required recening documaent ta
awoid interest charges on this invoice

Objects and attachments

Once the CO opens the work item, there are three choices:

Completed — This should be the choice if the GR/SES is now complete, and the COR now wishes to
accept the invoice. This action kicks off workflow to the AP Tech to post the invoice.

Cancel — Selecting Cancel is indicating a rejection. This would be the choice if the COR does not intend
to complete the GR/SES (for example, if the item or service has not been received).

Cancel and Keep Work Item in Inbox — This would be the choice if the COR needs to do further research

and does not want to take immediate action. The work item will remain in his inbox until he is ready to
proceed.

Note: If you select cancel you will be asked to enter text to describe why you are canceling (rejecting) it.
This rejection text will show up as an attachment to the work item.
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Once the CO/RO completes the GR or SES and marks the workflow item as completed, the AP Tech will
receive a workflow notification to post the invoice (see below screen shot for example).

E’Wnﬂmlace Edit Goba  Eolder Erironment Setlings  Swstem  Helo

@ 2 -7 1 N N R e - | v o
Business Workplace of Richard Resnick

|7 newrnessage |[H] Find faider || () Fing document | [T appointment calendar || @ Disvibution lists |

IIIIZ!E

e ][0 9 8 ) ed A = (5 Y (O
= G Inbay
W] Unresd Dacuments 0 Workflow 1
]| Dozurrents 0 0] Ex[Title | Status [Crealion 0. [Creation .| Friorit]att.[co [ |
= B Waiow 1 1213100 @ Fostlrvoice 5200067410 for Award TESTVEVALZ @ DUZATI08 123631 5
b L3 Grougied accardaa o eonbend L "*i}

I 01 Grouped according lo conterd hme
I+ (71 Grouned accordma to sart kev

To post the invoice from the workflow, the AP tech follows these steps:

1. Double click on the work item to go to the Display Parked Invoice Document screen (below).

2. Select Invoice Document, Display Change to go to the Change Parked Invoice Document screen
(second screen shot, below).

I}

Irvaica Documgnd  Edit Gobo  Syskem  Help

(/] DAl e@e LHE anhoan BE 2B
@ 1| Display ed Invoice Document 5200067910 2009

| Show PO structure | || Fo
s J Fo AP Tech selects

Transaclion Involcs Invoice Document, [520p057210 [2008|
(=] then Display/Change
P e e —— 1T Vandor D07 0702456
FAGLETTI AND URRIOLA INC =
Irw, ecpd dale | B27/04/2009 LUMDEERGS OFFICE MACHINES
iIrwaice data [B2/042009)| Reference |02/12/2008 | ELKG MY 203013157
Fosting Data [p2723r2004|
Arnaunt |2, 80 | usp [ Caleulate tax — H 0000007 757386005 |
Tae amaunt |B.om | 0P salestan 0%y T
Ton | I |
Pyt berm 30 D riiet -
Baseline Data B2 04,2009 B
P PO elerence |
Lt Do &1 Infarmation =
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3. Click B Pest]  Additional prompt pay information will come up.

Elmmica Document  Edit Goto  System  Heln

& 1aE a8 LER anaa BE @
E Change Parked Invoice Document 5200067910 2009

| shove PO structure | [ Simutate | Save as compteted |[[H) Post || [ ecsaoes [ Hep |

2008 0@ Bslance 0.8a S0

Transaction | Invoice i

=
Basgic data S L - Deails , Taw |, Conlacts |, hole |'U'Enﬂ'ar[l]?ﬂ?l]24'ﬁﬂ
| 52109/2088] AP Tech clicks Post =]
e [Eeid dete - : button to post the
Irwaice daba BE-'UI!-'EUH‘E'J Raference 0201272008 | . .
Fosting Dt D2/23/2009 Invoice
Arnaund 7.00 | usD [l Galculste tax 000007757 386005
T amaunt [ | e sales 0wy M|
Ted |
Paymt barms 20 Deress red =]
Baseling Date B2rodr2009 B
PO reference YEIETIT)
Furchase CrdenScheduling Agresme.. ZI|  TESTWFYALE | @ Gondsisenice fams &
L DOl AI Infarmation ]
gddnl Dats  |Rern [Arnaund |Qangy G,,, |0, Purchage . |t |Procurerment Doc, |
- L 2 e [lmmewZ

4. Click the back button ¢ to return to the business workplace screen.

Note: Once the above steps are cote and you return to your inbox, notice that the workflow item is
still there. Click the Update icon to refresh your screen and remove the work item from the inbox.

After the AP Tech posts the invoice, a workflow notification is sent back to the COR/RO requesting
approve the invoice (example of screen below). This COR approval step that must be done prior to the

final approval by the CO.

Woskplace Edit Gobo  Foldes  Erdronment  Seflings  System  Helo

(] njald € LRR Soon BRI @@

Business Workplace of Richard Reshick
(7 new message ||(H] Fino oider |[{H] Fine gocument | 8 aapostrnent catendar | @ Distibution lists |

= ggurllwhlzus:kluhamﬁssnluk | [ [ | = Y =2 = el L
Inbox
| Unread Dacumens 0 Workflow 1
] Docurnents 0 10]Ex. [Title | Status [Crealion 0. [Creation | Priaritd st
= Il Wy 1 : 1213109 @ POTEGTWIVAL] has Iny 5200061810 swaibng aparoval 03733008 123018 5
b 3 Grouped accardiag 1o conben |
Date 5/12/2010
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To approve the invoice, the COR follows these steps:
1. Double-click the work item, to see the following choices:

e Approve — Selecting Approve will kick off workflow to the Contracting Officer for final approval
of the invoice. The CO follows the same steps for invoice approval as the COR (outlined below).

After approval by the CO, the invoice will be released for payment, unless it is late, in which case

workflow is triggered back to the AP Tech, who must access the work item and put in a late

reason code before releasing it for payment.

Reject — Reject should be used if the user wants to reject the invoice; for example, if the invoice

amount is incorrect. If an item is rejected, the user will be prompted to enter text for why he is

rejecting the item; this text shows up as an attachment to the workflow item.

Cancel and Keep Work Item in Inbox — This option should be chosen if the user needs to do

further research and does not want to take immediate action. The work item will remain in his
inbox until he is ready to proceed.

2. View Invoice Prior to Approval

The COR should view the invoice prior to approval by clicking on Incoming Invoice link in the Decision
Etep in Workflow screen.

Dracision  Edit Goba  System  Help
& 9 H G DHB anod BE DB
Decision Step in Workflow
|2 wiorkdiow || (7 create |

PO TESTWFVALZ has Inv 5200067910 awaiting approval

Choose ane of the following allematives View invoice prior to
Approve approval by clicking
Reject on Incoming Invoice
Cancel and keep work item in inbax link

Description

Imeaice S200067310 for Purchase Order # TESTWFYALZ has baen recaned and is wailing your review. The

Prompt Pay Act, 5 CFR 1315, allows a federal agency onby seven days o reject an imoice as impraper. Fasdure to
approve ar reject the inveice within the seven days may subject the cast center to incw interest charges.
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Note: Viewing the invoice from the Incoming Invoice link (seen below) will not display the scanned
invoice. The scanned invoice can only be seen by going to the attachments icon for the work item.
=3

Irvoice Documend  Edit (Gobo  System  Help

] 2ad Cea LRE ahoo BE @
@ 1| Display Invoice Document 5200067910 2009

| Show PO structure || Follow-0n Dosurnents |

Transaclion [nvnica | 5200067210 [2009
AT Pavnent | Delails | Taw [ Condacts | Hole | Vendar DO707 02455
FADLETT] AND URRIOLA INC B
I recpl date [B2/04/26069)] LUNDBERGS DFFICE MACHINES
Irrvaice date |B2/04/ 2009 | Raferance 8201272908 ] ELKO MY B3801-31 57
Fosting [iata |2 rzasz009]
Arnauri |2.00 | usp [ Galeulate fa u I EEETET T = |
Tax amaunt |8, a0 | 0P salestan, 0% T iﬁ
Toe | | (B
Faymt berms 20 Darys ned

Baseling Data G2/o4r2009

[0

3.9 Viewing the Scanned Invoice
From the business workplace workflow inbox pane, you can see if the work item has the scanned invoice
attached by checking the attachments column.

IEwwqulal:e Edit Goto  Folder Ergronment  Seflings  System  Heln . . . QEE‘ ;
@ 00 eoe BB ooba) mﬁl There will be a paper clip in the
Business Workplace of Richard Resnick attachments column if your work item
(57 neew message | [ Find fode |[TH] Fing document | @8 Anpornent calendar | (@ pist| has the scanned invoice. or any other
=& gfotalae: Ricard Resnck @le documents, attached
| Unread Documers 0 Workflowl
] Docurnents 0 10[Ex. [Tille | Status [Creation 0. [Creation | Friarit] ments o v |
= Il ¥ordow 1 1213103 @ FOTESTWEVALZ Nas Iy 5200067910 walbng aparoval @ 02237009 123016 5

b [ Grouped aceardag 1o conabenl

E E (ﬁ!muueq al:con!mu !D l:n'n.bsmwg
If the scanned invoice is attached, you can view it by highlighting the work item, and selecting the
Manage Attachments 817/ icon at the top of the workflow pane. Select Display Attachment.

endar || @ Distribution lists |

=] e I A i =1 mﬂlﬁtzldﬂa [ glgj =
Workflow 1 | pRisnlsr sachmen |
ID| x| Tille: Gragse attachment
1713103 @ FOTESTWFVALZ has| tiachment
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Business Process Note: The scanned invoice must be attached before the COR/RO approves the invoice.
If the scanned invoice is not present, the COR/RO should contact the AP tech (using either the bureau e-
mail system or by sending a message within workflow) and tell them to scan and attach the invoice. Do
not reject the invoice because it is lacking a scanned copy, because rejecting it will require the AP Tech
to reverse or cancel the posted invoice and then re-enter it in order to scan an invoice and attach it.

Rejection should only be used if either the COR/RO or the CO truly want to reject the invoice after seeing
the scanned version.

3.10 Determining AP Tech Associated with the Invoice

If the COR or CO needs to contact the AP Tech (for example, to tell the AP Tech to attach the scanned

invoice), he needs to determine the name of the AP Tech associated with that invoice. To do this, follow
these steps:

1. From your workflow inbox, click on the work item to open it.

2. Click on the Incoming Invoice link to view the invoice (below).
IHQa-:lsin:m Edit Goto  Seslem  Help

& 9 H G DHB anod BE DB
Decision Step in Workflow

|2 wiorkdiow || (7 create |

PO TESTWFVALZ has Inv 5200067910 awaiting approval

Choose one of the fallowing akematives View invoice prior to
Apprave approval by clicking
: on Incoming Invoice
Reject q
link
Cancel and keep work item in inbax
Description

Imeaice S200067310 for Purchase Order # TESTWFYALZ has baen recaned and is wailing your review. The

Prompt Pay Act, 5 CFR 1315, allows a federal agency onby seven days o reject an imoice as impraper. Fasdure to
approve ar reject the inveice within the seven days may subject the cast center to incw interest charges.
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3. From within the Display Invoice Document screen, click on the Contacts tab.

[E
Irvoice Document  Edit  (obo  System  Hedn
< 2ol e@e LHR aDon BE @
b3
e El| Display Invoice Document 5200067910 2009
'snd  Click Contacts tab  [rrts . |
Transaclion [anvoica [ |52I:IBHE?B1IJ 2084
L=
EETAAGELEEL . Parmient o Deails 0 Tax S Comac Wendor DOTO702456
FADLETTI AMD UREIOLA INC E
Irve. pizipd el B2 {04 2654 | LUNDEERGS OFFICE MACHINES
Irrvaice date B2 /0472009 | Reference 0201212008 ELKID MY 29801-3157
Posting Data |p2rzarzo0g)
Arnaund |2.00 | usp [ Galeulate fa | ooooonrzsrzesons ()
Tax amaunt |8, a0 | 0P salestan, 0% T
Tea | |
Faymt berms 30 Danys et B
Baseling Date B2I04,2009 E|

4. Scroll down to see the IR Processor field (Invoice Receipt Processor) to determine the name of the
AP tech associated with the invoice.

Transaclion [nvaica ] [520pEs7E10) [20

Buyer Richard Resnick

'_7! || 703-918-0685

GF processor  Blohand Resnks

L) S Name in IR Processor field is
Richard Resnick

IR Prsessar

N

the AP Tech associated with the
invoice
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3.11 Viewing Rejection Text

If a COR or CO has rejected an invoice, he will be prompted to enter rejection text, a description of why

he is rejecting the item. This text will show up as an attachment. There are two ways to view the
rejection text:

1. Viewing as you would view any attachment:
From within your workflow inbox, highlight the work item. Click on the Display Attachment Icon
and select Display Attachment from the drop-down menu..
Wr dhplace  Edit Gobo  Folder Emdronment Seflings  System  Helo QEEE
@ o e DRE S0o0EE@m
Business Workplace of Richard Resnick
|57 rew rressage || Find wider || Fing document | BB apposiment catendar | (@ pistibution lists |
] Unresd Documents 0 Workflow 1 Display sftachrnent
] Dazurnants 0 ID|EnscuIahle T [icreats | Stalus [Creason D, [Greation .| puunklm Tco w..]
b Worktaw1 IREGE POTESTWRVAL, Changs stachment proal § 032300 123512 5 11
B cretrdue erilries 0 Deliele attachrmer
B seadiing Messages 0
[ incarract eririas 0
[+ 5 Oulbox
[ B Resubmission
2. From within your workflow inbox, highlight the work item. Click the Office Document link (which
shows the title of the item) under Objects and Attachments to view the rejection text.
IHWr:‘WIaL! Edit Gota Eolder Ersironment Sefiings  System  Helo E‘EEW
@ o coe DEREIaE a0 EER @
Business Workplace of Richard Resnick
|7 raew messae || Find roides [ Fing document | [ npposiment catendar | & Distibuion lists |
s i STCICH A
W] Unread Dacumenits 0 Workflow 1
3] I 0] Exscutavle] Tie | Stalus [Greabon 0. [Greasan .| Prmrlklm [co W, |
b E E‘m’m:;n"ies 9 13113113 @ PO TESTWFVALZ has Inv 5200067310 awailing approval W 022X008 123517 @
B seadiine Messages 0
[ incorract ardrias 0
[+ 5 Oulbox
[ ¢B Resubmission
[+ % Private folgers
I e shared folders
b 2 Folders subseribied to
 Trash
T Snared trash
Click on Office Document link
to view rejection text
& Tips & tricks:  Sort work iten
PO TESTWFVALZ2 has Inv 5200067910 awaiting approval
Description
Invoice 5200067910 for Puschase Order # TESTWFVALZ has bean
received and is waiting your review. The Prompt Pay Act, 5 CFR 1315,
;Jlt_llws iofsdam agency or;lyhse_vsn_days t:‘r retj:ct an iw:ice as irr||:m1;_uar.t ‘“’
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4.0 Troubleshooting/Common Errors

= Error message/Action/Examples — common transaction errors, BP questions

Error

Description

Resolution

Incorrect routing

Workflow is being routed to the
wrong individuals

Check and modify your
contracts to ensure that the
correct CORs and COs are
identified.
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5.0 SOP Approval

Name Role Approved Date
FBMS PMO — Business
Process Team Lead
FBMS PMO - Production
Support Manager
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